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e At the bottom of this page, click the URL to link to the Gateway.
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Gateway is a website which allows local govemment units to submit forms to certain State
agencies online. Once fully developed, local units can submit budget forms to the Department of
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Logging in and changing password

¢ Depending on your screen resolution, the login box will appear either at the top right
of the screen...

Gateway

for government units

Bvrﬁ{gome to Indiana’s Gateway for Gm Authorized Personnel Login

User Name:

The Indiana Gateway for Government Units provides a central commons for local units to submit their
financial forms to the State of Indiana.

The goal budget and expenditure transparency, made practical by collecting and disseminating
multiple sources of information through a common Gateway. Units of local government will be able
to submit budgets (for certification by the Department of Local Government Finance) and their Annual
Reports (for use in auditing by the State Board of Accounts) through web-based forms and that data
will populate a central database. The information will then populate user-friendly reports, published
online, to enhance the flow of information from local government to its constituents

Password:

D Remember me next time.

Project Timeline
Dates for pilot testing and deployment

Presentation

(Given to Auditors, Assessars, Treasurers and Others in Spring 2010)

For more information, please call Wendy at the IBRC at 317-274-2979

The working collaborators on this initiative include the Governor's Office and these three agencies
and is part of the Information for Indiana initiative

» DLGF: Sarah Ancel, Deputy Commissioner
« SBOA: John Eppley, Information Systems Audit Director
+ IBRC: Carol Rogers, Deputy Director

Login Reguest Form

Forgot your password?

The Indiana Gateway for Government Units provides a central portal for local governments to submit forms Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of ts. It is maintained by # Technical Problems -for-
the Indiana Business Research Center as part of the Informatien for Indiana Initiative. « DLGF INDIANA

Click here for complete contact information for all of the asseciated departments.




...or at the bottom after the text.

(Gateway

for government units

Welcome to Indiana's Gateway for Government
Units

The Indiana Gateway for Government Units provides a central commons for local units to submit their
financial forms to the State of Indiana

The goal: budget and expenditure transparency, made practical by collecting and disseminating
multiple sources of information through a comman Gateway. Units of local government will be able
to submit budgets (for certification by the Department of Local Government Finance) and their Annual
Reports (for use in auditing by the State Board of Accounts) through web-based forms and that data
will populate a central database. The information will then populate user-friendly reports, published
online, to enhance the flow of information from local government to its constituents.

Project Timeline
Dates for pilot testing and deployment

Presentation
(Given to Auditors, Assessors, Treasurers and Others in Spring 2010)

For more information, please call Wendy atthe IBRC at 317-274-2979.

The working collaborators on this initiative include the Governor's Office and these three agencies
and is part of the Information for Indiana initiative

o DLGF: Sarah Ancel, Deputy Commissioner
» SBOA: John Eppley, Information Systems Audit Director
« IBRC: Carol Rogers, Deputy Director

Login Request Form

Authorized Personnel Login

User Name:

e Type in your User Name (your e-mail address) and your password.
o Tip to Share: Clicking the “stay signed in” box will allow you to bypass this
screen the next time you visit the website.

Authorized Personnel Login

User Name: |

Password: |

m— [ Sty signed in.
Log In |




e To change a password, go to “Account Settings”

INDIANA

Gateway

for government units

#

*} Account Settings 7, Help 6: ) Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit

Select Unit from List

Currently Viewing Year:  |2011 j'

Click a link below to select your unit.

Unit = z 5 g

Code Unit Name Link Unit Type Unit County
0000 Fulton County County Fulton
0002 Henry Township Township Fulton

The Indiana Gatewvay for Government Units provides a central portal for local governments to submit forms Email
to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by

the Indiana Business Research Center as part of the Information for Indiana Initistive.

e Technical Problems
e DLGF

along the top of the screen.

Indiana Office of
Management & Budget

POWERED BY
information s

INDIANA

Scroll down to the “Change Password” link. Type in and confirm the new password.
(When doing a demo, navigate to this screen but then cancel instead of updating so

that your own password is not affected.)

INDIANA

Gateway

for government units

ﬁ Home (] , About # Account Settings 2, Help @ Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Account Settings

Indiana Office of
Management & Budget

Username astanley@dlgf.in.gov
E-mail: [astaniey@digfin.gov
First Name: "—
Last Name: l—
Address 1st: [—
Address 2nd: l——
City: l—
State: Indiana v |
Zip: 1
Phone: [—
Fax: l——'
‘ Change Password
Update I Cancel |




e For a forgotten password, there is a place on the log in screen that will allow you to
reset the password. Simply click the “Forgot your password?” link and then enter
your e-mail address.

for government units

H 1
YJVrﬁltgome to Indiana's Gateway for Government Authorized Personnel Login

The Indiana Gateway for Government Units provides a central commons for local units to submit their User Name:
financial forms to the State of Indiana.

The goal: budget and expenditure transparency, made practical by collecting and disseminating
multiple sources of infarmation through a common Gateway. Units of local government will be able
to submit budgets (for certification by the Department of Local Government Finance) and their Annual
Reports (for use in auditing by the State Board of Accounts) through web-based forms and that data
will populate a central database. The information will then populate user-fiendly reports, published
online, to enhance the flow of information from local government to its constituents

Password:

D Remember me next time.

Project Timeling
Dates for pilot testing and deployment

Presentation

(Given to Auditors, Assessors, Treasurers and Others in Spring 2010)

For more information, please call Wendy at the IBRC at 317-274-2979.

The working collaborators on this initiative include the Governor's Office and these three agencies
and is part of the Information for Indiana initiative

+ DLGF: Sarah Ancel, Deputy Commissioner
+ SBOA: John Eppley, Information Systems Audit Director
» IBRC: Carol Rogers, Deputy Director

Login Regquest Form

~Fmgmurgasswm

The Indiana Gateway for Government Units provides a central portal for local governments to submit forms Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of ts. It is maintained by s Technical Problems JOrmation jr-
the Indiana Business Research Center as part of the Information for Indiana Initiative: » DLGF |ND|ANA

Click here for complete contact information for all of the associated departments.




Selecting unit
[ ]

on.

o

This task is straightforward. Simply click on the unit that you would like to work

Tip to Share: Most people will only see one unit when they log in. The

exception is any person who has received permission from the official to enter
the Gateway on his or her behalf. Examples of this might be financial
advisors with multiple clients or county auditors who have agreed to assist
multiple units.

Tip to Share: If the unit you need to work on 1s not in the list, you can

contact the Department (gateway@dlgfin.gov) and we will add that unit to

Select Unit

Clicka li

Unit
Code

0002

your permissions.

Gate

for government units

ﬁHome i, About #Account Settings 7, Help @ Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

Select Unit from List
Currently Viewing Year: 201 j‘

INDIANA

way

Indiana Office of

Management & Budget

nk below to select your unit.

Unit Name Link Unit Type Unit County

Fulton County County Fulton

Henry Township Fulton

Township

Navigating within the Gateway

The “ba

ck” button on the browser is not a good way to navigate the website. At

times, it will work, but others, it will cause the page to expire. A better way to

navigate is to use the “breadcrumbs” at the top left of the page.

Gate

for go

>

ﬁ Home '], About a Account Settings 2, Help @Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Manage Unit

INDIANA

way

vernment units

Indiana Office of
Management & Budget

2011 Fulton County - 0000 Fulton County

Manage Unit - 0000 Fulton County

Select from the options below to manage your unit's funds, departments, andior advertisements.

Department of Local Government Finance Tasks Indiana State Board of Accounts Tasks

8 Manage Departments
LL L]

$ Manage Funds List

o

Tip to Share: Users should always navigate using the breadcrumbs.

However, if the “back” button is clicked accidentally, most of the time the

user can return by clicking the ‘“refresh” button on the browser.

(When doing a demo, click the “back” button. If it causes the page to expire, hit

“refresh” on the browser and continue. Then show how to use the breadcrumbs to
navigate instead.)


mailto:gateway@dlgf.in.gov

Manage Unit
o The “Manage Unit” screen is where you do unit-level tasks, such as customizing

department lists and fund lists, and submitting advertisements and
o Tip to Share: Notice that from this screen, you can access both DLGF tasks
and SBOA tasks. So, you only have to remember one website, one user id,
one password, in order to do reporting to these agencies.
o Tip to Share: With the SBOA reports in the same screen, you can easily
check your actual expenditures from last year while working on your budget

for the upcoming year.

Gateway

for government units

- ; : Indiana Office of
ﬁ Home 'j, About # Account Settings (2, Help @ Logout M ana g ement & Bud g et

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Manage Unit
201 Fulton County - 0000 Fulton County

Manage Unit - 0000 Fulton County

Select from the options below to manage your unit's funds, departments, andfor advertisements.

Department of Local Government Finance Tasks Indiana State Board of Accounts Tasks

B Manage Departments $ ) Manage Funds List

View departments list, create or edit a department View funds list, create or edit a fund

) Manage Funds and Enter/Edit Budgets
View funds list, create or edit a fund. Link to Forms

89 Submit Proof of Advertisement and Signed Ordinance

View, upload and submit proof of advertisement to DLGF

The Indiana Gatewway for Government Units provides a central portal for local governments to submit forms: Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by e Technical Problems rMAation for-
the Indiana Business Research Center as part of the Information for Indiana Intiative. » DLGF INDI AN A




Manage Departments
e This task should be completed first. The Department list that you customize will be

used later when determining which forms need to be completed.

Gateway

for government units

. : : Indiana Office of
ﬁ Home | j, About a Account Settings (2, Help @ Logout Management & Budget

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

Unit > Manage Unit

201 Fulton County - 0000 Fulton County

Manage Unit - 0000 Fulton County

Select from the options below to manage your unit's funds, departments, andfor advertisements.

Department of Local Government Finance Tasks Indiana State Board of Accounts Tasks
a :
-_,_:._ Manage Departments ) Manage Funds List

View departments list, create or edit a department View funds list, create or edit a fund
S Manage Funds and Enter/Edit Budgets
View funds list, create or edit a fund. Link to Forms

'{e Submit Proof of Advertisement and Signed Ordinance

View, upload and submit proof of advertisement to DLGF.

Email POWERED BY

The Indiana Gatevvay for Government Units provides a central portal for local governments to submit forms:

to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by e Technical Problems mﬁzrmatwnﬁr
the Indiana Business Research Certer as part of the Information for Indiana Initiative. « DLGE INDIANA

e  When you click on the Manage Departments link, it will bring up a department list.

Gateway

for government units

ﬁHome 1, About gAccount Settings (2, Help | DS @ftmentOf
y . < Local Goverment Finance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links belaw or you might lose your data!
ci Unit = Manage Unit = Manage Departments
2011 Fulton County - 0000 Fulton County
Departments List for Fulton County
Department Code Department Name Remove Dept.
0000 No Department X

Add a New Department |

The Indiana Gatewvay for Government Units provides a central portal for local governments to submit forms Email F_’OWEREP BY
information s

to the Indiana Department of Local Government Finance and the State Board of Accourts. It is maintained by e Technical Problems
the Indiana Business Research Center as part of the Information for Indiana Initiative. « DLGF IN DI AN A




If an additional department is needed, click the “add a new department” link at the

bottom of the list.

INDIANA

Gateway

for government units
Department of

ﬁ Home '}, About ﬁ Account Settings 2, Help @ Logout Local Goverment inance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

Select Unit = Manadge Unit > Manage Departments
2011 Fulton County - 0000 Fulton County

Departments List for Fulton County

Department Code Department Name Remove Dept.

0000 No Department

‘ Add a New Department |

The Indiana Gateway for Government Units provides a central portal for local governments to submit forms Email F_’OWERED BY
o Technical Problems information -

to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by
* DLGE INDIANA

the Indiana Business Research Center as part of the Information for Indiana Inttiative.

You have two options here.
o “Select from the List” is the default. For this option, the department can be

selected from a drop-down menu.

Fulton C - [ ] Fulton County
Add a Department

Select fram the List Create Your Own Department

Dept. Code and Name:
|DDD1 -- CLERK OF CIRCUIT COURT (COUNTY CLERK) El

I Cancel I l Add New Department I

S|




» Tip to share: The list 1s sorted by department code, not alphabetically,
so if you know the department code before adding the department, it
will save some time with searching.

T OO C OO T OO ooy

Add a Department

<
-

Select from the List Create Your Own Department
Dept. Code and Name:
0001 -- CLERK OF CIRCUIT COURT (COUNTY CLERK) i
0114 -- COUNTY CODIFICATION |-

0115 -- PROPERTY REASSESSMENT

‘ 0116 -- INHERITANCE TAX

10118 -- UNEMPLOYMENT COMPENSATION

0119 -- CENTRAL SERVICES (CITY SYCS-MUNICIPAL SYCS-SVC CTR.)

0150 -- DEBT SERVICE

0151 -- LEASE RENTAL

0152 -- COUNTER-CYCLICAL LOAN REPAYMENT HEA1001

0159 -- Information Technology

0160 -- GOVERNMENT - COMMUNITY BUILDING -
provides & ceriral poral for ncal governmerts [0 SUBME Torms ETTian

—

:.

o “Create Your Own Department” is the alternative. You can do this by
clicking the “Create Your Own Department” link at the top right of the
dialogue box, just below the blue header bar.

Fulton C

ounty ulton County

Add a Department

- Create Your Own Department
Dept. Code and Name:
I |DDD1 -- CLERK OF CIRCUIT COURT (COUNTY CLERK) ;I
I Cancel I ] Add New Department I

S—

You will then just need to type in the code and description.

§ Add a Department

Selectfrom the List

I Dept. Code: |

Dept. Description: |

Create Your Own Department

| Cancel l | Add New Department




When you have selected the department you would like to add through either of
these methods, add it to the list by clicking “add new department” at the bottom

Fulton County

right of the dialogue box.

Fulton County

IS Select from the List Create Your Own Department

Dept. Code and Name:

Add a Department

I |DDD1 -- CLERK OF CIRCUIT COURT (COUNTY CLERK)

e

é Add New Department

|

S

(When doing a demo, add one department using the list, and another through the

custom option.)

If a department needs to be deleted, click the red “x”
name on the grid.

INDIANA

Gateway

for government units

ﬁ Home (j, About ‘ Account Settings 2, Help @r Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
: Jnit= Manage Unit » Manage Departments

201 Fulton County - 0000 Fulton County

Departments List for Fulton County

Department Code Department Name Remove Dept.
ooo1 Clerk Of Circuit Court (County Cle| X
0117 Personnel R

Add a New Department ]

Local Goverment Finance

to the right of that department

usna,
o N
§ k

* ho *

Department of

You will need to confirm that you want to take this action.

Are you sure you want to delete this
line item? This will resultin a loss of

information.
m—)>OK |

:ou

(When doing a demo, delete both of the departments that were just added. After
this, use the breadcrumbs to return to the “manage unit” screen.)



Manage Funds and Enter/Edit Budgets
e This portion actually has two functions. First, you customize the funds list. Then,
you edit and submit forms.

Gateway

for government units

. : : Indiana Office of
ﬁ Home | j, About a Account Settings (2, Help @ Logout Management & Budget

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Manage Unit

201 Fulton County - 0000 Fulton County

Manage Unit - 0000 Fulton County

Select from the options below to manage your unit's funds, departments, andfor advertisements.

Department of Local Government Finance Tasks Indiana State Board of Accounts Tasks

a ; :
e Manage Departments S Manage Funds List

View departments list, create or edit a department View funds list, create or edit a fund

‘J Manage Funds and Enter/Edit Budgets

View funds list, create or edit a fund. Link to Forms

‘{e Submit Proof of Advertisement and Signed Ordinance

View, upload and submit proof of advertisement to DLGF.

The Indiana Gatevvay for Government Units provides a central portal for local governments to submit forms: Email FOWERE_D BY
to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by e Technical Problems uy?zr'matwnﬁr
the Indiana Business Research Center as part of the Information for Indiana Intiative. « DLGE INDIANA

Manage Funds
e Clicking “Manage Funds and Enter/Edit Budgets” will bring up a list of funds. The
first thing to do is customize the fund list.

201 Fulton County - 0000 Fulton County

Manage Funds List - 0000 Fulton County

Click on a column header to sort column.

Fund Code Fund Name Link Remove Fund
0101 General m}
0123 2006 Reassessment I
0702 Highway i
0706 Local Road & Street I
‘ 0790 Cumnulative Bridge i
0801 Health |
0856 County Hosp Care Indigent ||
0858 County Welfare Maw ]
0859 County Welfare Cshcn O
0880 Hospital Lease Rental I
2391 Cumulative Capital Development i

Remove Funds |
Add a Fund




e If an additional fund is needed, click the “add a fund” button at the bottom of the
list.

Department of

ﬁ Home /j, About # Account Settings (7, Help @ Logout Local Goverment inance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
age Unit > Manage Funds List

Select Unit > Ma

201 Fulton County - 0000 Fulton County

Manage Funds List - 0000 Fulton County

Click on a column header to sort column.

Fund Code Fund Name Link Remove Fund
0101 General ||
0123 2008 Reassessment ]
0702 Highway O
0706 Local Road & Street I
0790 Cumulative Bridge |
0801 Health I
0856 County Hosp Care Indigent |
0858 County Welfare Maw I
0859 County Welfare Cshcn |
0880 Hospital Lease Rental |
2391 Cumulative Capital Development ||

Remove Funds

qmam

o The fund must be added from the drop-down list.

o~ — e -~ .

t Fund Name:

[0005 - CASINO/RIVERBOAT —————— 3
C

E I Cancel I I Add New Fund [

ccnccmant -

o Tip to share: Unlike departments, the Gateway does not permit you to add a
fund code that you have customized. This is Important to ensure consistency
of fund codes. If you need a code that is not on the list, you may contact the
Department to get the new code assigned.

(When doing a demo, add one fund using the list.)




e If a fund needs to be deleted, click the “remove fund” check box to the right of the

fund name on the grid and then click “remove funds” underneath the grid.
Department of

ﬁ Home /j, About # Account Settings (2, Help @ Logout Local Govel’ment inance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

Select Unit = Manage Unit > Manage Funds List

2011 Fulton County - 0000 Fulton County

Manage Funds List - 0000 Fulton County

Click on a column header to sort column.

Fund Code Fund Name Link Remove Fund
0101 General I
0123 2006 Reassessment -I—
0702 Highway O
0706 Local Road & Street I
0790 Cumulative Bridge |}
0801 Health I
0856 County Hosp Care Indigent |
0858 County Welfare Maw I
0859 County Welfare Cshcn |
0880 Hospital Lease Rental |
2391 Cumulative Capital Development ||

S

Add a Fund

You will need to confirm that you want to take this action.

Are you sure you want to delete the
selected funds? This will resultin a
loss of information.

m— K|

=
(When doing a demo, delete the fund that was previously added.)




Enter/Edit Budgets
e Once the fund list is customized, you will access the budget forms by clicking on the
link for that fund.

Department of

ﬁ Home ' j, About # Account Settings (2, Help @ Logout Local Goverment inance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Manage Unit > Manage Funds List

201 Fulton County - 0000 Fulton County

Manage Funds List - 0000 Fulton County

Click on a column header to sort column.

Fund Code Fund Name Link Remove Fund
General |
0123 2006 Reassessment ]
0702 Highway I
0706 Local Road & Street I
0790 Cumulative Bridge ||
0801 Health .|
0856 County Hosp Care Indigent ||
0858 County Welfare Maw ]
0859 County Welfare Cshcn O
0880 Hospital Lease Rental I
2391 Cumulative Capital Development i

Remove Funds l
Add a Fund

e This will bring up a list of forms that need to be completed. This list is set up in
“accordion style” which means that clicking on a row will expand out a set of options
for that form.

Gateway

for government units

A . Department of
ﬁ Home (j, About a Account Settings 2, Help @ Logout Local GOVEI’ment inance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit > Manage Unit » Manage Funds List > Fund Page

201 Fulton County - 0000 Fulton County 0101 General
Fund Forms - 0101 General
Below are the forms available to complete for this fund. Form 1 must be completed for each relevant department. Please note:
® The yellow exclamation mark indicates the form is not yet complete and submitted.

® The green 'Click to submit completed form to DLGF' link appears once a form is set to "complete awaiting submission".
® A green checkmark means a form is complete and has been submitted to DLGF for review.

“ Form 1: Budget Estimate A

: M Click to view depts. and edt forms A This form is not marked complete.

! 0 of 4 forms completed for this fund. You must complete at least 1 form befors you may submit to DLGF

}Fnrmz:"“ te of Miscell Al

(When doing a demo, click on the different forms to show how the options appear
and disappear.)
o Tip to share: This accordion style organization will be very helpful when we
have 7 or 8 forms to choose from.



e To begin entering data into the form, click the option on the left under the header
bar.

o

For any form that is departmentalized, this will say “click to view
departments and edit forms.”

Gateway

for government units

ﬁ Home (j, About # Account Settings 2, Help @Logout Lo Cal G overm enDte airrt;g?‘rl“c‘g

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Manage Unit > Manage Funds List » Fund Page

2011 Fulton County - 0000 Fulton County 0101 General

Fund Forms - 0101 General
Below are the forms available to complete for this fund. Form 1 must be completed for each relevant department. Please note:

® The yellow exclamation mark indicates the form is not yet complete and submitted.
® The green 'Click to submit completed form to DLGF' link appears once a form is set to "complete awaiting submission".
® Agreen checkmark means a form is complete and has been submitted to DLGF for review.

} Form 1: Budget Estimate A |

| Click to view depts. and edt forms A This form is not marked complete.

! 0 of 4 forms completed for this fund. You must complete at least 1 form before you may submit to DLGF.

} Form 2: Estimate of Miscellaneous Revenues A l

You will first be taken to your customized department list and will need to
select the department for which you are completing the form.

Gateway

for government units

- i Department of
ﬁHome i, About # Account Settings 2, Help @ Logout Local GOVEI’ment inance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit > Manage Unit > Manage Funds List = Fund Page = Form 1 List

201 Fulton County - 0000 Fulton County 0101 General

Form 1 List for 0101 General Fund - 0000 Fulton County

Click here to manage the list of Departments for the selected Unit

Form 1Links

Department Code Link to Form 1 - Department Name Completed
Clerk Of Circuit Court (County Clerk) B

0117 Personnel 1]




Once the department is selected, you will be taken to the form and can begin
entering data.

Department of
Local Goverment Finance

ccount Settings 7, Help ﬁ;lLogout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

Select Unit » Man

ge Unit » Manage Funds List » Fund Page » Form 1 List » Form 1

2011 Fulton County - 0000 Fulton County 0101 General 0001 Clerk Of Circuit Court (County
Clerk)

Click Here to Print This Form

Prescribed by Department of Local Government Finance Budget Form No. 1 (Rev. 2002)
Approved by State Board of Accounts

BUDGET ESTIMATE FOR

SelectedYear: 2011

Selected County: Fulton County

Selected Unit: 0000 Futton County

Selected Fund: 0101 General

Selected Dept: 0001 Clerk Of Circuit Court (County Clerk)

1. Personal Services

| Galaries and Wages

Rﬂaﬁﬁ Code L DliﬁlEﬂon

Add New Record | [ [N |

Rﬁhaa‘i Code L Diﬁﬁintiun L ﬁ"’* wﬁloc_ad

Add New Record | [ ] | K ] |4

Gateway

for government units

Department of

ﬁHome i, About ﬁAccount Settings (2, Help (&)Logout Local Goverment inance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Manage Unit » Manage Funds List » Fund Page

2011 Fulton County - 0000 Fulton County 0101 General

Fund Forms - 0101 General
Below are the forms available to complete for this fund. Form 1 must be completed for each relevant department. Please note:

® The yellow exclamation mark indicates the form is not yet complete and submitted.
® The green'Click to submit completed form to DLGF' link appears once a form is set to "complete awaiting submission".
® Agreen sheckmark means a form is complete and has been submitted to DLGF for review.

Form 1: Budget Estiynate A

Form

Click to edit form A\ This form is not marked complete.

ust press *Save and Continue’ on this form before you may submit to DLGF.




...which will take you directly to the data entry screen.

Department of
Local Goverment Finance

ﬁHome 1, About Q.Account Settings (7, Help (i:‘Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Manage Unit » Manage Funds List » Fund Page » Form 2

2ar 2011 | Selected Unit Fulton County - 0000 Fulton County | Selected Fund: 0101 General

Click Here to Print This Form

PRESCRIBED BY THE DEPARTMENT OF LOCAL GOVERNMENT FINANCE County Budget Form 2
(Rev2002)

APPROVED BY STATE BOARD OF ACCOUNTS

SelectedYear: 2011

Selected County: Fulton County
Selected Unit: 0000 Futton County
Selected Fund: 0101 General

OTHER TAXES

> Financial Institutions

el 0201 Tax § §
v Vehicle License Excise

P 0202 s 3 &

& 0203 CAGIT Certified Shares 3 $

J- 0204 CAGIT Property Tax § §

Replacement Credit

i 0206 Lurta k3 £

e  When you enter the Form 1, you will see that there are a number of categories
already listed. These are the standard line items that are listed on the paper
version of the form. You may add data to these by clicking the “edit” icon on the far
left side of the grid.

410 General Government
1. Personal Services

-,j Salary of Trustee $ $

d Salary of Clerical Help $ %
& Pay of Township Board $ $

Add New Record [ I | | | | | |

When you have added the data, save it by clicking the “update” button on the left.

410 General Government
1. Personal Services

Salary of Trustee

Salary of Clerical Help

,:]' Pay of Township Board $ $




For items that you would like to enter that are not standard line items, data may be
typed in the blank fields at the bottom of any section and added to the form by

clicking “add new record.”

410 General Government
1. Personal Services

Salaries and Wages

Edit Delete Reference Code Description
Salary of Trustee
Salary of Clerical Help

Pay of Township Board

Items

$
$
$

Total:$ 0

Approved
$
$
$

Totat:§ 0

p— - [ i

Form 2 contains the same navigation and entry logic.
(When doing a demo, the following steps are suggested: Open Form 1. Click the edit
button and enter data in a standard line item. Demonstrate that after the data has
been entered, it can be edited; do this by reopening the same item and deleting the
data you just entered. Then add a custom line item and later delete it.)
o Tip to share: You cannot delete standard line items, but you can leave them
blank. If you customize a line item, you can delete that entry entirely.

Printing the Forms
Each form has a print option at the top and bottom of the screen that says “Click
here to print this form.” If the form does not print the way you expect it to, please
consult the section of the Quick Starts Guide that gives some options on your

browser that may help to correct the issue.

INDIANA

Gateway

for government units

ﬁ Home [ j, About " Account Settings (2, Help @l Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

Select Unit » Manage Unit » Manage Funds List » Fund Page > Form 1

2011 Fulton County - 0002 Henry Township 0101 General

‘ Click Here to Print This Form

Prescribed by Department of Local Government Finance
Approved by State Board of Accounts
BUDGET ESTIMATE FOR

0101 Township Fund

Selected Year: 2011

Selected County: Fulton County
Selected Unit: 0002 Henry Township
Selected Fund: 0101 General
Selected Dept: 0150 Debt Service

410 General Government
1. Personal Services

Salaries and Wages

Local Goverment

Budget Form No. 1 (Rev. 2002)

De,

e (When doing a demo, click on the print button and demonstrate how the print

dialogue box appears and what you would do to finalize the print job.)



Submitting the Forms
Once all data has been entered on the form, click the button at the bottom that says

[ ]
“Save and Continue.” This tells the Gateway that the form is ready for submission.
Until this button is clicked, the form cannot be submitted.
- L T T T L T L 1
Buildings
Reference Code | Description. Items Approved |
Add New Record | [ ] ] | | B |
Machinery and Equipment
Reference Code | Description Items Approved d
Add New Record I | I I $I | gl |
Capital Outlays Totals Items Totals: $ 0 Approved Totals: § 0
‘ Save and Continue
This Form will still be editable. The Form Complete option allows a form to be setvisibly complete throughout the application. Only Submitting the form to DLGF will
turn off the editing function of the form.
Click Here to Print This Form |
The Indiana Gateway for Government Units provides a central portal for local governments to submit forms Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of Accounts. it is maintained by o Technical Problems mfbmmonﬁr
the Indiana Business Research Center as part of the Information for Indiana Inttiative. * DLGF INDIANA
e (When doing a demo, before clicking this button, show how the funds page message

says “this form is not yet marked complete.”

(Gateway

for government units

ﬁ Home (], About # Account Settings 7, Help @ Logout LO C al G overm en%e iirrt\na]er"“tc:

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Manage Unit = Manage Funds List = Fund Page

2011 Fulton County - 0000 Fulton County 0101 General

Fund Forms - 0101 General
Below are the forms available to complete for this fund. Form 1 must be completed for each relevant department. Please note:
® The yellow exclamation mark indicates the form is not yet complete and submitted.

® The green 'Click to submit completed form to DLGF' link appears once a form is set to "complete awaiting submission".
® Agreen checkmark means a form is complete and has been submitted to DLGF for review.

\ Form 1: Budget Estimate

i | Clickto view depts|

0 of 4 forms completed for this fund. You must complete at least 1 form befors you may submit to DLGF.

This form is not marked complete.

il

anrm2:"‘ te of Misc f'




Then, go into the form, click the “save and continue” button, and then show how the
funds page message says “click here to submit completed form to DLGF.”)

Gateway

for government units

Department of

ﬁ Home [ ], About # Account Settings 2, Help @ Logout Local GOvel'ment inance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your datal
Select Unit = Manage Unit » Manage Funds List > Fund Page

2011 Fulton County - 0002 Henry Township 0101 General
Fund Forms - 0101 General
Below are the forms available to complete for this fund. Form 1 must be completed for each relevant department. Please note:
® The yellow exclamation mark indicates the form is not yet complete and submitted.

® The green 'Click to submit completed form to DLGF' link appears once a form is set to "complete awaiting submission”.
® Agreen checkmark means a form is complete and has been submitted to DLGF for review.

\ Form 1: Budget Estimate A |

Click to submit completed form to DLGF ’

1 0f 1 forms completed for this fund

\ Form 2: Estimate of Miscellaneous Revenues A ’

¢ Once the form has been saved, the option appears in the “accordion” to submit the
form to DLGF. It says “click here to submit completed form to DLGF.” Simply click
this link, and the form has been submitted.

¢ (When doing a demo, click the “Save and Continue” button, go back to the accordion,
click to submit, and then point out how the accordion bar has changed colors to

green and is marked with a check mark to indicate submission.)

Gateway

for government units

* he *

ﬁ Home | j, About * Account Settings 7, Help @ Logout Lo C al G overm enl%e ?:';e':tc‘g

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Manage Unit » Manage Funds List » Fund Page

2011 Fulton County - 0002 Henry Township 0101 General

Fund Forms - 0101 General

Below are the forms available to complete for this fund. Form 1 must be completed for each relevant department. Please note:

® The yellow exclamation mark indicates the form is not yet complete and submitted.
® The green 'Click to submit completed form to DLGF' link appears once a form is set to "complete awaiting submission".
® Agreen checkmark means a form is complete and has been submitted to DLGF for review.

Q Click to view depts. and forms [z] This form has been submitted.

' 10t 1 forms completed for this fund

} Form 2: Estimate of Miscell A

Submitting Proof of Advertisement and Signed Ordinance
e Two documents will need to be submitted as files instead of through the web form.
These are the proof of advertisement/affidavit and the signed copy of Form 4
(ordinance of appropriations).
e This file upload can accept any type of file (PDF, picture file, etc.)
e Currently, the pilot version of the website is only set up for the first of these options.



e To upload proof of advertisement, click on the link from the manage unit page. This
will bring up an upload area with three fields.

Gateway

for government units

Indiana Office of
ﬁ Home ], About # Account Settings (2, Help Managem en{I 8I‘a nBau dgeot

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
tUnit > Manage Unit

201 Fulton County - 0000 Fulton County

Manage Unit - 0000 Fulton County

Select from the options below to manage your unit's funds, departments, andfor advertisements.

Department of Local Government Finance Tasks Indiana State Board of Accounts Tasks

a y
ea Manage Departments $ ) Manage Funds List

View departments list, create or edit a department View funds list, create or edit a fund

) Manage Funds and Enter/Edit Budgets

View funds list, create or edit a fund. Link to Forms

w Submit Proof of Advertisement and Signed Ordinance

View, upload and submit proof of advertisement to DLGF.

The Indiana Gatevvay for Government Units provides a central portal for local governments to submit forms Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by e Technical Problems uy?)nnatwnﬁw
the Indiana Business Research Center as part of the Information for Indiana Initiative. e DLGFE | N Dl AN A

o In the first, type the description of the advertisement.

Gateway

for government units

ﬁHome 1, About aAccount Settings (2, Help e qrtmentOf
v v Local Goverment Finance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Manage Unit » Submit

2011 Fulton County - 0002 Henry Township

Submit Advertisement - 0002 Henry Township

ﬂgnteraoewm —

Select File to Upload: Browse...
Advertisement Date:

Load Advertisement

The Inciana Gateway for Governmentt Units provides a certral portal for local governments to submit forms Email POWERED BY

to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by e Technical Problems lrgformatlon-h-
the Indiana Business Research Center as part of the ion far Indiana Intistive. o DLGF IN Dl AN A




In the second, click the “browse” button and then locate the file on your
computer.

Gateway

for government units

ﬁHome 1, About a Account Settings (2, Help @Logout Local G overm enDte airrt‘ger‘;tcoef

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Manage Unit > Submit

2011 Fulton County - 0002 Henry Township

Submit Advertisement - 0002 Henry Township
Enter a Description:

SelectFile to Uplo- Browse...

Advertisement Date:
Load Advertisement

The Inciana Gateway for Governmentt Units provides a central portal for local governments to submit forms Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of Accounts. tt is mairtained by e Technical Problems lrfomlanon-ﬁ»
the Indiana Business Research Center as part of the Information for Indiana Intiative. » DLGF IN D| AN A

Double-click the file and the file path should appear in the second field.
I

‘Q https:/ /www.stats.indiana.edu/govtGateway/Submit_Adv.aspx - Microsoft Internet Explorer

Look in: I 4 My Computer j L] @ B

k 5w OSDisk (C:)

{ .5 DVD-RAM Drive (D:)

My Recent [ database on ‘iotfilp18pw' (G:)
Documents (5% astanley on ‘iotfilp18pwiDlgfiHome' (H:)
(5 digf on ‘dornas0i’ (N:)

N % Local Disk (Q:)

Desktop (5% agency on 'iotfilp18pwiDlgfiShared' (5:)
:glugodaba on 'proptaxfpl’ (Z:)

ﬁ Mero Scout
My Documents | Logout
)
iuI data!
My Computer
- .
BTSN File name: | | oeen | Bhip
Places (
Files of type: IA!I Files () L] Cancel
ETeT o U T Z

SelectFile to Upload: Browse... I
Advertisernent Date:
Load Advertisernent




o In the third, click the field and a calendar will appear. Select that date that
the advertisement ran.

Gateway

for government units

ﬁ Home (], About # Account Settings (2, Help 6: ) Logout Lo C al G overm enDte ?l’rl‘l’la'lert;tcoef

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your datal
Select Unit= Manage Unit » Submit Advertisement

2011 Fulton County - 0002 Henry Township

Submit Advertisement - 0002 Henry Township

Enter a Description

Select File to Upload: Browse...
tDate: |

< March, 2011 »

Load Advertise | o [ wo [ 1y [we | Fr | sSa

27 28 1 2 3 5 S

13 14 15 16 17 18 19

The Indiana Gateway fo | 20 | 21 | 22 | 23 | 24 | 25 | 26 | lpnentotosubmitforms  Email POWERED BY
tothe Indiana Departmer | 57 28 29 30 31 1 2 | counts. tt is maintained by e Technical Problems lry'armatlon-ﬁ-
the Indiana Business Re .. o DLGE INDIANA

Today: March 14, 2011

e When you have completed these steps, click “Load advertisement” to submit.

Gateway

for government units

ﬁHome 1, About aAccount Settings (2, Help ). | e q'tmentOf
y 4 Local Goverment Finance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Unit > Submit

Fulton County - 0002 Henry Township

Submit Advertisement - 0002 Henry Township

Enter a Description:
Select File to Upload: Browse...
Advertisement Date:

‘ S

The Inciana Gateway for Governmentt Units provides a certral portal for local governments to submit forms Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of Accourts. It is maintained by e Technical Problems lr!fannaﬂon'ﬁ"
the Indiana Business Research Center as part of the ion for Indiana Initistive. e DLGF I N DI AN A

¢ (When doing a demo, walk through these steps, through uploading the file.
However, it is best to label it “test” or “fake.”)
End of Demo — Questions?



